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METHODS AND PROCEDURES

1o An Area Divislon

8o DBranch/Staff Chiefs will submit to the BF Section
by 1600 hours each dey the eriginal snd one ¢ of the
"Daily Raquest for Authorization of Overtime" /Fomm
developad by the fArea Division/. This request will be
signed by the Branch/Staff Chlef or his Deputy and will
includs all covertime to be authorized for thet date.

The BF Section will consolidate the Branch/Staff requests
and will submit them to the Division Chief by 1630 hours
each date. After approval by the Division Chief, the
criginal rvequast will be returned to ths BF Section for
retention and the duplieste will be returned to the
originating Branch/Staff, Requests for authorizatlon of
overtime for Ssturdays, Sundays; and holidays will bs
submitted on the last workday preceding thoese dayso

bo Branoh/Staff Chiefs may assums that the requested
overtims has been authorized unlsas they have bsen notl-
f£isd o the conbrary by 1700 hours of the day on which
the requoest was submitted. When 0o overtims is requested
for a unit, & negative report will not be required.

¢. Existing procedures for subnission of Form 293
(Report of Overtime and Holiday Work Performed) and
Tine and Attendence Reports will continus.

d. When overtime is parformed for which no claim
is to be sulwmitted, a memorendum record of wmscompensatad
overtime will bs maintsined. This record, togather with
overtime reperts, will sexve to emphesize to Branch/Staff
Chiefs the existance of inequities in distribution of
personnel and worklead, and should be utilized as & basis
for corrective setion where warranted. Form 293 ¢learly
marlked "uncompensated” should be used far this purpose and
i1l be sutmitted to the Division Chief each pey pericd
concurrently with the regular Form 293,
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2, An Avea Division

a0 Reduction has been made in the Saturday duty
force strength, in lieu of which, at home standby (at
no cost to the Agency) is being substituted.

3. A4 Senior Staff

ao Automatie and arbitrary reduction in the amount
of overtime which had been authorized and worked in the
P&s‘&n

be Review and adjustment of internal procedwres
rosulting in reduction of over-spil worklosd of unit.

Lo An Ares Division

80 Branch Chiefs will approve in advance of compen-
aated overtims. The cvertims record sheet will be signed
by the Bransh Chief and subwmitted to the Support Staff
with the T&A’s. Hie signature on the overtime approval
sheet will constituie & Branch Chief's approvai of ths
overtime claimed on the T&A's., Without this, the Support
Staff cannot suthorize overtime reported on T&A's.

by A maxiwmem of 16 hours overtime per two week pay
be compansated subject to the restrictions

pe
25X1A WWA\W clalm in exeess of the 16 hours must
be Justified to and spproved by the Division Chief.
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